UNI TED STATES PROBATI ON OFFI CE
SQUTHERN DI STRICT OF GH O

VACANCY ANNCUNCEMENT 03-01  ( PENDI NG FUNDI NG

Qur agency has an opening for a receptionist/probation clerk in the Colunbus
of fice. However, we have not received a final budget for the current fiscal
year. The probation clerk position wll be filled unless funding is not
adequate to support it.

PCSI TION TI TLE: RECEPTI ONI ST/ PROBATI ON CLERK
CPEN NG DATE: JANUARY 27, 2003

CLCSI NG DATE FOR UPON PGCSI TI ON BEI NG FI LLED
APPLI CATI ONS:

STARTI NG SALARY RANGE: $25,715 - $32, 144

CLASSI FI CATI ON RANGE: L 23

LOCATI ON COLUMBUS, Chio

POSI TI ON DESCRI PTI ON

This position perforns general phone and receptionist duties and provides
secretarial /technical support to the United States Probation Oficers. The
Probation derk receives technical guidance from the Supervisory Cderk, as
needed.



REPRESENTATI VE DUTI ES

Receives, screens, and refers telephone and in-person callers and takes
nessages for absent personnel as authorized.

Formats, types, and edits reports developed by officers, often within a short
tinme period. Reports include presentence reports, violation reports, and
prelimpnary interview reports for the court. | ndependent | y, or with
direction, prepares petitions, orders, and papers essential to probation and
parol e supervision. Prepares other letters, menoranda, recurring reports and
forns. Composes routine correspondence for officers, takes mnutes of staff
neetings and participates in agenda preparation

O ganizes and prepares new case files for officers' wuse in accordance wth

establi shed case managenent procedures. Enters supervision case file and
statistical dat a into aut onat ed dat abases. Initiates statistical

transactions and apprises officers. Receives and transfers case files from
other districts. Conducts crimnal record checks through local or nationa

| aw enforcenent files. Assists officers in performng investigations for own
and other districts by accessing records retrieval syst ens, initiating
verification forms and verifying information by phone. Prepares and

maintains investigative files and enters data into case tracking system
Makes entries to chronol ogi cal records in supervision case files from
information provided by the officer. Accepts and reviews for conpleteness
nmonthly reports in the absence of the officer at his/her direction. Pr ovi des
list of delinquent reports to officers and transmts letters to clients
concerni ng del i nquent reports.

| ndependently processes incomng fine and restitution payments and naintains
current balances in the case file and keeps officer informed. Simlarly,
community service hours are | ogged and the officer apprised.

Makes appointments and maintains calendar for officers. Arranges neetings
and conference calls. Answers routine questions and refers persons to
officers or to appropriate agency based on know edge of officers' activities
and program operations. Directs persons reporting from prison or from court
as to officer assignnent and reporting procedures. Prepares conditions of
probation

M N MUM REQUI REMENTS

To qualify for the position of Receptionist/Probation derk, a person nmnust
be a high school graduate or equivalent, plus possess two years genera
experience which provide a knowedge of responsible clerical procedur es
involving accurate skills in the wuse of word processing on a personal
computer and dictating equipnent; good know edge of spelling, punctuation
and grammatical wusage; ability to deal tactfully and courteously wth the
public; tel ephone usage; ability to maintain confidentiality.

Education above the high school level in accredited institutions may be
substituted for the general experience on the basis of one academc year (30
senester or 45 quarter hours) equal s nine nonths of experience.



BACKGROUND | NVESTI GATI ON

Due to the confidential work of the agency, a background investigation wll
be conducted prior to the grant of enploynent.

PROCEDURES FOR APPLYI NG

Individuals interested in being considered for this position should submt
a resune or application to:

Mary Lou Bartness, Adninistrative Speciali st
U S. Probation

546 Joseph P. Kinneary U S. Courthouse

85 Marconi Boul evard

Col unbus, OH 43215

To obtain a copy of the application, vacancy announcenent and further
i nformati on about Probation, visit the web site at ww\. ohsp. uscourts. gov.

This position will be filled in accordance with the Equal Enpl oyrment
Qpportunity Plan of this court.



